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How to Apply using the Super NOFA Application Portal

O Mutandy Frrance Scper NOF. X o X = g X

Go to the HCD website at € 3 0 0 A w08 :
www.hcd.ca.gov. o @ @it 4 G0N Qs
Select the Multifamily Finance

S\ Caifornia Department of

: d : Grants&  Manufactured&  Building  Planning&Community  Policy&  Resources
S u per N O F A . / ' ::\l::;:ﬁ:‘zmcommumty Funding Mobilehomes Standards  Development Research
Click on Apply if you are a first-time
user. Multifamily Finance Super |
Click on Log in if you already have a NOFA L
username and passwo rd Streamlines four of HCD's rental housing
| programs to align eligibility criteria, scoring and = : i
release of funds allowing for a coordinated single . AL = [
application and award process. R [ ; J ell
di 1 . o
———

Top

A One-Stop Shop for Affordable Housing Developers
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http://www.hcd.ca.gov/

Registration Screen

After clicking on Apply from the
Multifamily Finance Super NOFA, a
Register screen will appear.

Fill out all the required information
and click on the Sign-Up button.

You will receive a
Verification/Confirmation email, if
you don’t readily see it in your inbox
make sure to check your Spam
folder, Junk folder, etc.

Make sure to follow the instructions
within the Verification/Confirmation
email in order to move forward in
the process.

Fequerts o Regcter logm
Sign Up
* Indicrer reguined fukda
* Email Address (This will be your wievname)

* Fist Name

* Last Naeme
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Log In Screen

 After you register, clicking on
Log In from the Multifamily
Finance Super NOFA, a Log In
screen will appear.

« Make sure to use the Email L
Address you used to register as s e sencnd
your username, add your e g i
password and click on the Log

In button. -

Forgot Password ?
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Application Submittal

Once you login you will be PTREHAMI BEEoTe
redirected to a blank screen, click

on Requests and select the New

Request value.

Super NOFA Application Portal Instructions

: New Request

HCD Applications

SU



Application Submittal

 After clicking on the Request
Something value you will be — r
redirected to this screen. Make —— p—
sure to click on the Super NOFA
Application Portal to start to the
SNAP process.
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Once you click on Super NOFA
Application Portal you will be
redirected to the Super NOFA
Application Portal (SNAP)
screen.

All fields that have a red asterisk

are required.

The red boxes to the right side
will go away as you enter/select
data in the required fields.

Super NOFA Application Portal

'x/:\ California Department of

L 37

Housing and Community Development

Home ¥ ConsumerService » SNAP ¥  Super NOFAApplication Portal

Super NOFA Application Portal

*|f you are an Emerging Developer or Tribal Entity, have you
undertaken a pre-application consultation for the Multifamily
Super NOFA?

‘--SelettPlease» ’ v ‘

Please provide the name(s) of the HCD representative(s) who
assisted you

| l

Knowledge  Requests v

Saved Request ° SNAP

[ Search ’ Q ‘

Save & Continue

Required information

If you are an Emerging Developer or |
‘ ‘ Tribal Entity, have you undertaken a
pre-application consultation for the
Multifamily Super NOFA?

Multifamily Housing Program (MHP)? E

Infill Infrastructure Grant (IIG) |
Program? ‘

*Infill Infrastructure Grant (IIG) Program?

‘ ~-Select Please—

*\leterans Housing and Homelessness Prevention (VHHP)
Program?

~Select Please— ‘ v ‘

Veterans Housing and Homelessness

* Joe Serna, Jr. Farmworker Housing Grant (FWHG) Program? Prevention (VHHP) Program?

* Multifamily Housing Program (MHP)?

‘--SelectPiease— ‘ v ‘

Program Details

Joe Serna, Jr. Farmworker Housing |
Grant (FWHG) Program?

Project Name ‘ contact Name [

Contact Email Project Description |
Project Street Address ]1 Project City |

-Select Please—- ‘ v ‘

*Project Name *Project Street Address Project Zip | Pl’i’iec* County
| |

*Contact Name *Project City

| |

*Contact Email *Project Zip
||

*Project Description *Project County

Super NOFA Application Portal Instructions
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ON Califoria Department of

* Once all boxes are gone you can EREEEEEEES
save and continue, which will put

Home » ConsumerService » SNAP 3  Super NOFAApplication Portal Search

your application in a draft state
and will redirect you to the next
screen.

Super NOFA Application Portal

*|f you are an Emerging Developer or Tribal Entity, have you
apre-application fon for the Multifamily
Super NOFA?

Yes

*Please provide the name(s) of the HCD representative(s) who
assisted you

Snap User }

*nfill Infrastructure Grant (1IG) Program?

No

*Veterans Housing and Homelessness Prevention (VHHP)
Program?

No

* Joe Serna, Jr. Farmworker Housing Grant (FWHG) Program?

Project Description ‘

Super NOFA Application Portal Instructions

*Multifamily Housing Program (MHP)? e

Yes ‘ \ ]
Program Details
*Project Name *Project Street Address
{ Project ABC l 2020 WEI Camino, Sacramento CA 95833
*Contact Name *Project City
[ Snap User ] [ Sacramento
*Contact Email *Project Zip

snapuser@hcd.ca.gov I 95833
*Project Description *Project County

Project Description ‘ ®  sacramento X ‘ ‘
*Project Description *Project County
O  sacramento X




Submission Details/Attachments/ Activity Screen

After clicking on the Save & L res— i s s @
Continue button you will be
redirected to the Submission

Super NOFA Application Portal

Details/Attachments/ Activity
screen. The Project Name,

Number, and Requested by will Submision Detls et Aciiy
display. —

A Save button is provided so you T e
can save at anytime without
submitting the application.

Cancel Application button allows — =
you to cancel this application. Y L g ’
Later we will see the Submit
Application button, but only after

the required sections are

Completed . Super NOFA Application Portal Instructions 9



Requests — HCD Applications

« To view the Draft Application, click EREEEEEES

on the Requests section and
select the HCD Applications
value.

Knowledge | Requests ~

Super NOFA Application Portal

New Request

HCD Applications

Project Name Number Requested By
Project ABC SNAP0000197 SNAP User
Submission Details Attachments Activity
Main Application and Checklist € % Y Project Overview @ V) Sponsor/Applicant 1 Organizational Documents
0
9
Drop files here Drop files here

Drop files here

Sponsor/Applicant 2 Organizational Documents
(i}

9

Drop files here

Sponsor/Applicant 3 Organizational Documents
(i}

%

Drop files here

Super NOFA Application Portal Instructions

Joint Venture 1 Organizational Documents @

9

Drop files here

Saved Request e SNAP U
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HCD Applications Screen

"“ \  Califonia Department of
"-f Housing and Community Development

Knowledge  Requests~  Saved Request °SNAPU

 After clicking on the HCD

Home ) HCD Requests Search Q

Applications value, you will be |

able to view your application 2 o outar |
which displays the Number,

Project name, Opened by, Status

and Updated . NPT ProjectABC U Usr Dt NGBS

* You can always go back to your
application to continue by clicking
on the Number.

« Please note you can have more
than one application at a time.
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After clicking on the Number from

Submission Details Section

the HCD Appllcatlons Screen1 yOU Super NOFA Application Portal

will be redirected back to your - s
application where you are able to - |
update your Submission Details _
iInformation by clicking on this

section. it s

Making an update and clicking on

the Save button at the bottom of

the screen will save your

Information. En

* Contact Email

*Project description

Super NOFA Application Portal Instructions
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Attachments Section

Clicking on Attachments provides [z v st @ s
all the sections that contain the ‘ o
file names that may or may not e Norkppliatinpere
be required depending on the
Excel Application Checklist.

. . Submission Details Attachments Activity
In each section there is an @ I
which will provide the file names e Cew— p, e —
by clicking on it. ’
The sections that have a red
asterisk are required, however all
file names listed do not have to T o) (e E——"
be attached, only those you are ‘ s ’
required to submit (from the
checklist on the Excel

Application) need to be attached.

Super NOFA Application Portal Instructions 13



Main Application and Checklist

Clicking on the @ will provide the
file names for each section (this is
in accordance with the Excel e
Application Checklist).

Tool tip, if the @ is too small to
see, use your ctrl button and the
scroll bar on your mouse to
enlarge the screen to see the €)
better.

Super NOFA Application Portal Instructions
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In the Attachments section there is
a search feature where you can
search for a specific file name or
section. Once you start typing the
iInformation the section will

appear.

To validate you are in right section
you can click on the @ to confirm
the file name.

An example in this screen shot
shows a search for 02 A, which
displays the Main Application
Checklist section and contains the
file name with 02 Application.

' f-; Housing and Community Development

Attachments Search Feature

A Califomia Department of

Knowledge  Requests»  Saved Request

Super NOFA Application Portal

Project Name Number Requested By

Project ABC SNAPOOO197 SNAP User

LETO  Cancel Application

Submission Details Attachments Activity

024

Main Application and Checklist @ %
V4

Super NOFA Application Portal Instructions
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In this screen shot, the first six &

sections are displaying. The
Main Application and Checklist
IS required, all other sections
are optional.

Please note since the Main
Application and Checklist
section Is required, all file
names listed do not have to be
attached, only those you are
required to submit (from the
checklist on the Excel
Application) need to be
attached.

Attachment List

Califomia Department of

Housing and Community Development

Knowledge  Requests v Saved Request ° SNAP Ut

Super NOFA Application Portal

Project Name Number Requested By
Project ABC SNAP0000197 SNAP User
Submission Details Attachments Activity
Search...
Main Application and Checklist @ % Y Project Overview @ Y Sponsor/Applicant 1 Organizational Documents
(i}

2

Sponsor/Applicant 2 Organizational Documents
(i}

Drop files here

Sponsor/Applicant 3 Organizational Documents
(i}

Z

Super NOFA Application Portal Instructions

Joint Venture 1 Organizational Documents @

Z
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In this screen shot, the next
twelve sections are displaying. All
sections are optional.

" Housing and Community Development

Attachment List Continued

Knowledge

Super NOFA Application Portal Instructions

Joint Venture 2 Organizational Documents @ Borrower Organizational Documents @ Y Managing General Partner @ Vi
9
Drop files here Drop files here
Drop files here
V.
Administrative General Partner #1 @ & || Administrative General Partner £2@ @ || ManagerofLLCO )
Drop files here Drop files here Drop files here
Site Control @ Y, Source for Utility Allowances @ ) Relocation Requirements @ 9
Drop files here Drop files here Drop files here
L J
Environmental Requirements & Reports @ Article XXXIV® Vi Nondiscrimination and Fair Housing
Y Requirements &
9
Drop files here
Drop files here
Drop files here

Requests v Saved Request e SNAP U:
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In this screen shot, the last nine
sections are displaying. The
Required Additional Reports
section is required, all other
sections are optional.

Please note since the Required
Additional Reports section is
required, all file names listed do
not have to be attached, only
those you are required to submit
(from the checklist on the Excel

Application) need to be attached.

Super NOFA Application Portal Instructions

N California Department of
“3 Housing and Community Development

Attachment List Continued

Knowledge  Requests v Saved Request o SNAP Usd

Scoring @ () || Operating Budget 0 () || VHHP Threshold Requirements © 9
Drop files Drop files Drop files here

116 Threshold Requirements @ @ || MHP-Supportive Services Plan (] @ || VHHP-Supportive Services Plan (] 9
Drop files here Drop files here

Supportive Housing Exp © ) || Sponsor Certification @ 0 || Reauired Additonal Reports O % 9
Drop files here Drop files here
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* When attaching/uploading a file
you must click on the paper clip
icon # In the section you are
uploading your document(s).
When you click on the & your
files should display.

* You have the option to double
click on the file or drag and drop.

* You can add one or more
documents at one time.

o

ornia Department o

Project Name

Project ABC

Super NOFA Applicatior

Submission Details

Search... )

Drop files here

Drop files here

Main Application and Checklist @ *—

(o
2

Add attachments

6 Open

A1 < 015N,

Organize > New folder
~ 0

7 Quick access

M Desktop

& Downloads  #

& Documents  #

&= Pictures g
01-ServiceNow
MPRROP
PHLA

PowerPoint
@ OneDrive - CA Ho

8 This PC Y

Attaching a Document(s)

> SNAP Documents v

Name

@ 48481 - 1. Document Checklist
ﬁﬁ 48481 - 2. Application
48481 - 3. Leg Letter

48481 - 3. Leg Letter_proof of delivery

48481 - 4a. Spon1 Cert Legal Disclos

48481 - 4a. Spon1 Cert Legal Disclos_explan...
48481 - 4b. Spon1 Authorizing Resoluti
48481 - 4c. Spon1 OrgDoc1 Articles of Incor..
48481 - 4c. Spon1 OrgDoc? Bylaws

48481 - 4c. Spon1 OrgDoc3 Statement of In...

43481 - 4d. Spon1 OrgChart

9]

0 Search SNAP Documents

©w
=&

[CHCEONCNCHECNONCNNONG]

File name: “

v| Alfles

A
Date mo

4/18/20:
4/18/20:
4/18/20:
4/18/20;
4/18/20;
4/18/20:
4/18/20:
4/18/20;
4/18/20:
4/18/20:
4/18/200 v

>

Cancel

L\-

Super NOFA Application Portal Instructions

Drop files here

Drop files here

sU
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Uploaded Documents

After you add your document(s), [Fgery e taot- st
the file name displays as a link. IS

fC_:Ilicking the link downloads the Submission Details Attachments Activity

ile.

The pencil icon ¢ allows you to —_—

edit the file name. ain Application and Checklist®% | | Project Overview @ 5 || sponsoriipplicant 1 Orgaizatonal
The X icon allows you to delete ! e Y
the flle 48481 - 1. Document Checklist sk (97.4 KB) Propifieshere

You will only have these options ’ x Rumiibnpl 1
while the application is in draft P ’ X
mOde' - 48481-4a.SponlCi:feg;lDisclos.pdf
You can save your documents as e ) = ‘
you go and come back later to e o
add more. J

Super NOFA Application Portal Instructions 20



After you have completed
uploading all your documentation
Including the sections that are
required a new Submit
Application button displays.

Please note the Submit
Application button will display
when the required sections have
documents attached. If you do
not attach any documentation
within the required sections, the
Submit Application button will not
display.

California Department of
Housing and Community Development

Submit Application Button

Knowledge ~ Requests v

Saved Request

Super NOFA Application Portal

Project Name Number Requested By
Project ABC SNAP0000197 SNAP User
Save | SubmitApplication
Submission Details Attachments Activity
Main Application and Checklist @ % Project Overview € @ || Sponsor/Applicant 1 Organizational

7

48481 - 1. Document Checklist.xlsx (97.4 KB)

VR

11mago

Drop files here

Super NOFA Application Portal Instructions

Documents €

48481 - 4a. Spon1 Cert Legal
Disclos_explanation .pdf (85.9 KB)

7

21



Application Submittal

« After you click on the Submit @, Glfoniabegatmentof
Application button the Attachment ™
section no longer gives you the
ability to edit or remove a - . — o
document. And the Save and o I . o
Submit Application button no T
longer displays.

e The Submitted On field will Submission Details Attachments Activity

update to the day you completed Gt )
the Application.

& Housing and Community Development Knowledge  Requests~  Saved Request @

Super NOFA Application Portal

Main Application and Checklist € % Project Overview @ Sponsor/Applicant 1 Organizational
Documents @
48481 - 1, Document Checklist.xlsx (97.4 KB) There are no attachments
3imago 48481 - 4a. Spon1 Cert Legal
48481 - 2. Application.xlsm (1.1 MB) Disclos_explanation .pdf (85.9 KB)
3imago 30mago
48481 - 4a, Spon1 Cert Legal Disclos.pdf
(264.4KB)

Super NOFA Application Portal Instructions 22



Application Submittal

The Submission Details screen is

a view only after the Submit
Application button is clicked.

Knowledge Requests ~ Saved Request

Submission Details

= SNAP0000197

Super NOFA Application Portal

* Have you undertaken a pre-application consultation for Multifamily Super
NOFA?

Yes B

* Please provide the name(s) of the HCD representative(s) who assisted
you

Snap User

* Multifamily Housing Program (MHP)?

Yes v

Program Details

* Project name

Project ABC

* Contact Email

snapuser@hcd.ca.gov

* Project description

Project Description

Add More Attachments

Super NOFA Application Portal Instructions

Attachments Activity

* Infill Infrastructure Grant (1IG) Program?

No

*Veterans Housing and Homelessness Prevention (VHHP) Program?

No

* Joe Serna, Jr. Farmworker Housing Grant (FWHG) Program?

Yes

* Project street address

2020 W El Camino, Sacramento CA 95833

* Project city

Sacramento

* Project zip

95833

Project county

Sacramento

Save (Ctrl +s)

23



You will receive a confirmation
email with day and time of when
you submitted your application,
with additional information.

If you don’t receive the
confirmation email in your inbox,

Application Submittal Email Confirmation

HCD - Multifamily Super NOFA application confirmation Project ABC - SNAP0000197

. . . Repl &) Reply Al —> Forward L
HCD Services and Funding Portal Development <calhcddev@service-now.com> <9 Rerly % Kty i
To Fri 5/13/2022 2:34 F

Multifamily Super NOFA Online Application

Hello SNAP User,

Thank you for your interest in the Multifamily Super NOFA. Your application and documentation for Multifamily Super NOFA have been submitted successfully.

Project Name: Project ABC

Project Address: 2020 W El Camino, Sacramento CA 95833, Sacramento 95833

p | eaSe m ake S u re to C h e C k yO u r Application Number: SNAP-2022-SNAP0000197

spam/junk folders.

Application Date / Time: 05/13/2022 14:32:55

Please keep your Application Number in the event that you would like a status on your application. If you have any questions, please submit them to: supernofa@hcd.ca.gov

Uploaded Documents:

Main Application and Checklist:
48481 - 1. Document Checklist.xlsx
48481 - 2. Application.xlsm

Sponsor/Applicant 1 Organizational Documents:
48481 - 4a. Spon1 Cert Legal Disclos.pdf
48481 - 4a. Spon1 Cert Legal Disclos_explanation .pdf

Required Additional Reports:

48481 - 60. Amenities Scaled Distance Transit Map.pdf
48481 - 61. Amenities List.pdf

48481 - 61. Amenities Transit Stops.pdf

Super NOFA Application Portal Instructions 24



Clicking on the Activity section B et
after you Submit you application =

will provide the history of when the

documents were uploaded and

the date the application was

created.

This screen shot shows the first
three transactions (please read
from bottom up).

Super NOFA Application Portal Instructions

Activity Screen

SU

sU

SU

Start

Knowledge  Requests v

SNAP User

2022-05-13 14:32:54

48481 -1, Document Checklist.xlsx
97.4KB

SNAP User

2022-05-13 14:32:54

48481 - 60, Amenities Scaled Distance Transit Map.pdf
124MB

SNAP User

2022-05-1310:31:53

SNAP0000197 Created

Saved Request

25



Activity Screen Continued

This screen shot shows the next ot e e

Housing and Community Development

three transactions from the
Activity Screen (please read from P L
botto m u p) . U 4513143255

48481 - 61, Amenities List.pdf
1593KB

SNAP User

sU 2022-05-1314:32:55 + Additional comments

Application submitted.

SNAP User
SU 2022-05-13 14:32:54

48481 - 2, Application.xlsm
LIMB

Super NOFA Application Portal Instructions

Saved Request
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ThIS Screen ShOt ShOWS the IaSt cHatl)ift:).:i]:gn:F:(ritmCQ:)nrtr:)rfnunityDevelopment
three transactions in the Activity

Activity Screen Continued

Knowledge  Requests v

S ( | d f bott Submission Details Attachments Activity
creen (please reaa 1rrom potiom
u p) SNAP Application for Project ABC

SNAP User

sU

sU

Super NOFA Application Portal Instructions

48481 - 61, Amenities Transit Stops.pdf
451.7KB

SNAP User

2022-05-13 14:32:55

48481 - 4a, Spon1 Cert Legal Disclos_explanation .pdf
85.9KB

SNAP User

2022-05-13 14:32:55

48481 - 4a. Spon1 Cert Legal Disclos.pdf
2644 KB

Saved Request

27



Requests — HCD Applications

o California Department of

Housing and Community Development Knowledge | Requests~ | Saved Request e SNAP U

« To view the Submitted Application,
click on the Requests section and

New Request

HCD Applications

Super NOFA Application Portal

select the HCD Applications
Project ABC SNAP0000197 SNAP User
value
L]
Submission Details Attachments Activity
Main Application and Checklist € % Vi Project Overview @ V) Sponsor/Applicant 1 Organizational Documents
(i}
Z
Drop files here Drop files here

Drap files here

Super NOFA Application Portal Instructions

Sponsor/Applicant 2 Organizational Documents
[i]

9

Drop files here

Sponsor/Applicant 3 Organizational Documents
(i}

9

Drop files here

Joint Venture 1 Organizational Documents @

9

Drop files here

28



HCD Applications

f  Calfomia Departmentof
\ 9! Housing and Community Development

Knowledge  Requests~  Saved Request °SNAPU

 After clicking on the HCD

Home ¥ HCD Requests Search Q

Applications value, you will be .

able to view your application S
which shows the status updated to o e e -
Submitted and the Updated field

displays the day and time you
submitted your application.

* You can always go back to your
application to continue by clicking
on the Number.

Super NOFA Application Portal Instructions 29



Documents can be added to a
submitted application up until 4:00
p.m. Pacific Daylight Time on June
28, 2022.

In order to add an additional
document(s) click on the Add More
Attachments button, which will
allow you to upload the
document(s).

Please note once you click on the
Add More Attachments button, you
will have the same abilities you had
when your application was in draft
status for the Attachment section.

When you Submit the Application at
this point, you will get a new
Confirmation email with the new
Date and Time.

4%, California Department of

&7 Housing and Community Development

Knowledge  Requests v Saved Request e

Super NOFA Application Portal

Project Name Submitted On Requested By
Project ABC SNAP0000197 May 13,2022 SNAP User
Add More Attachments Cancel Application
Submission Details Attachments Activity
Search...

Main Application and Checklist @ %

48481 - 1, Document Checklist.xlsx (97.4 KB)
3Imago

48481 - 2. Application.xlsm (1.1 MB)
3Imago

Project Overview @

There are no attachments

Super NOFA Application Portal Instructions

Sponsor/Applicant 1 Organizational
Documents @

48481 - 4a. Spon1 Cert Legal

Disclos_explanation .pdf (85.9 KB)
30mago

48481 - 4a. Spont Cert Legal Disclos.pdf

(264.4KB)

30



Applications and supporting documentation must be uploaded and
submitted

— No later than 4:00 p.m. Pacific Daylight Time on Tuesday, June
28, 2022

— Electronic application submittal through the SuperNOFA
Application Portal (SNAP)

Super NOFA Application Portal Instructions 31



» Application submission

— No late applications accepted

» Applications with substantial inconsistencies may result
In disqualification

* Applications must meet all eligibility requirements upon
submission

Super NOFA Application Portal Instructions
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